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Xalate&n a systm of correspondence 
field and Headquarters activities ui 

Coudwct training program- with rmpm 
procedures and techniques . 

flaming and Field Audit Brandi 


and contact with all 
ing confidential funds. 


respect to financial concepts j 


Devise and conduct a program of 
•pact ion. 


foreign field audit and: la* 


tievciope ana maintains congpreaensive accounting- system for 
confidential funds. 

Preparation of accounting and expense statement© and reports 
far the director and Operating offices . 
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officials situ respect to sl~ 
ioroaenta and obligation and availability of funds. 

Processes, reconciles and records all financial transactions 
«nd accounts in Journal and subaiuiaiy lexers. 



| fe^tains special accounts and records funds. 

rnjSSd SpeCial rO0 ® arCh eolations of statistics as 

^ ^SEEBlIa ^*g»X and Allowances Branch 

Maintenance of individual pay ami nOlo^^o vmov4B . 

*•«•* ^tiro^t and t« records 
SSff 1 ® 2 of esplnyeos with respect to pay, travel and allow- 


Maintenance of individual record of travel orders and clai ms , 
Posting and aud it of pay and allowances accounts* 

Audit of travel claims. 

IMividi^l® and an staff units with 
problems on pay, allowances, and travel . 


to 


w 


S*SScf° r U “ SMS ™ nt ot ta ‘wte accounts 

Cg) Registry &iit 

1119 ^ rsgistry, 3©ceiv©s and releases 
«21 iasoaing and outgoing correspondence anTeaSos 
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SmUt. fe lon and Insurance Unit 

meets collection, maintains records and issues reports of 

Mfe Hospitalisation Insurance, and Credit Union 

S2SS t rSS t 1 c<mtrfc o£mm ' Zrocmam claim in 

concoction ^ith insurance accounts . 

ataftdfiif *5? , ab ° Ve Jtfttcasnts of functions are brief, since it Is our m d@r- 

an f/ onsral descriptive explanations , Factual 
elaborations of any of the functions can bo quickly submitted, if desired 



Deputy Chief ; . Finance Division 
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